Chapter -1 
Introduction 
1.1 The background of this hand-book (Right to information Act. 2005). 
In a democratic Republic State, transparency of information, eradication of corruption, accountability of Government administration to the governed are essentially required for preservation of paramountcy of the democratic ideal. With the objective to ensure access to information to members of public. ‘The Right to information Act, 2005 has been enacted by parliament in the Fifty Sixth Year of the Republic of India. Every Public Authority, as per provision made under the section 4(1) (b) of the Act, is required to disclose its activities, functioning, duties, responsibilities etc for information of the public. This is an endeavor to make the members of public known all sorts of information relating to Working Plan Division, Balasore through this hand-book. 

1.2 Objective / purpose of this hand-book 
The main objective of this hand-book is to give an opportunity to members of the public to have a graphic picture of the Working Plan Division, Balasore, its duties and responsibilities, powers and functions, organisation and hierarchy, missions and visions. 

1.3 The intended users of this hand-book. 
This hand-book is intended for members of the public in general including the citizens of India and persons other than the citizens and all those who want to have a fast-hand knowledge about the Working Plan Division, Balasore. 

1.4 Organisation of the information in this hand-book 
Chapter-1 contains introduction and purpose of publication of this handbook. It also covers definitions of various terms used in this book and procedures and Fee structure of getting information not available in the handbook. 

Chapter-2 throws light on particulars of the Working Plan Division, Balasore its functions and duties. 

Chapter-3 Covers details of powers and duties of officers and employees under the Division. 
Chapter-4 gives a description of Rules, Regulations, Instructions, Manual and Records, for discharging functions assigned to this Division. 

Chapter-5 contains particulars of arrangements that exist for consultation with, or representation by, the members of the public in relation to the formulation of its policy, or implementation thereof. 

Chapter-6 gives a statement of the categories of documents that are held by the Division and authorities under its control. 

Chapter-7 depicts a statement of boards, committees and other bodies constituted as the part of the Division. 

Chapter-8 gives the names, designations and other particulars of the public Information Officer, Assistant Public Information Officer and the Appellate Authority of the Division. 

Chapter-9 explains the procedure followed by the Division in decision-making process. 

Chapter-10 exhibits the Directory of officers and Employees of the Division. 

Chapter-11 contains particulars relating to the monthly remuneration received by each of officers and employees of the Division including the system of compensation as provided in regulations. 

Chapter-12 covers the budget allocated to the Division and authorities under its control. 

Chapter-13 explains the manner of execution of subsidy programmes of the Division. 

Chapter-14 contains particulars of Recipients of concessions, permits or authorization granted by the Division. 

Chapter-15 provides the details of the Norms/ Standards set by the Division for execution of various activities/ programmes. 

Chapter-16 provides the details of the information related to the various schemes, which are available in the electronics format. 
Chapter-17 contains particulars of the facilities available to citizens for obtaining information. 

Chapter-18 deals with information on miscellaneous matters, which may be of use to public. 

1.5 Definitions. 
(a) The State Government means “the State Government of Orissa.” 

(b) Principal Secretary means “Principal Secretary to Government of Orissa, Forest & Environment Department. 

(c) “Public Information Officer” means the Divisional Public Information Officers designated under sub-section (1) and includes Divisional Assistant Public Information Officer designated as such under sub-section (2) of section 5 of the Right to Information Act 2005. 

(d) “Appellate Authority” means the Divisional Appellate Authority designated under the provisions of the Act. 

(e) “Division” means the Working Plan Division, Balasore located at Balia, Balasore.
(f) “State” means the State of Orissa. 

(g) “Act” means “the Right to Information Act-2005. 

(h) Rule means “the Orissa Right to Information Rule 2005” framed under the Act. 

(i) “Information” means any material in any form, including records, documents, memos, E-mails opinions, advices, press releases, circulars, orders, log books, contracts, reports, papers, samples, models, data, material held in any electronic form and information relating to any private body which can be accessed by a public authority under any other law for the time being in force. 

(j) “Prescribed” means prescribed by Rules made under this Act by the Government. 

k) “Public Authority” means authority or body or institution of Government or Self- Government established or constituted. 

(i) By or under the constitution. 

(ii) By any other law made by Parliament. 

(iii) By any other law made by State legislature. 

(iv) By notification issued or order made by the Government and includes body owned, controlled or substantially financed. 

1.6. Contact person in case some body wants to get more information on topics covered in the hand-book as well as other information also. 

Attempts have been made to provide as much information possible relating to the Division for public. However, persons requiring more information regarding activities of the Division may contact any Officer on or above the rank of Asst. Conservator of Forests on any working day during the office hours. 

1.7 Procedure and fee structure for getting information not available in the hand book 

Person/persons desiring to get information not available in this hand book may get the same on payment of fees as prescribed in the schedule under Rules-4 and 7 of the Orissa Right to Information Rules, 2005 as detailed below. 

Fees/ Amount to be charged for providing information 

PART-1

	(A) 
	Application fee 
	Rate to be charged 
	Mode of deposit 

	(i) 
	Application fee seeking information 
	Rupees ten per Application 
	Treasury Challan/cash 

	(ii) 
	Application fee for 1st Appeal
	Rupees twenty 
	Court fee stamp 

	(iii) 
	Application fee for 2nd Appeal
	Rupees twenty five
	Court fee stamp 

	PART-II

	(B) 
	Amount to be charged for Providing information 

	(i) 
	A-4 or A-3 size paper created or copied.
	Rupees two per each folio 
	By cash 

	(ii) 
	Paper size larger than A-4 or A-3 
	Actual charge or cost price of a copy 
	By cash 

	(iii) 
	Inspection of records 
	No fee for the 1st hour & Rupees five for each 15 minutes (or fraction thereof) thereafter.
	By cash 

	(iv) 
	CD with cover
	Rupees fifty per CD 
	By cash

	(v) 
	Floppy Diskette (1.44MB) 
	Rupees fifty per Floppy 
	By cash 

	(vi) 
	Maps & Plans 
	Reasonable cost to be fixed by P.I.O. depending upon the cost of labour and material and equipment and other ancillary expenses 
	By cash 

	(vii) 
	Video Cassette/ Microfilm/ Microfiche 
	- do -
	By cash 

	(viii)
	Certified sample of material 
	Actual cost or price for sample or models 
	By cash 

	(ix)
	Information in printed form
	Price fixed for such publication
	By cash


N.B: Proper and authenticated money receipt to be issued for all cash payment. The office is to state the cash receipt No. on the application Form ‘A’. 
Chapter-2 (Manual-1) 

Particulars of Organisation, Functions and Duties. 

2.1. Objective/purpose of the public authority. : - 

Preparation of Working Plan & Maps of RFs/ PRFs of all Territorial & Wildlife Divisions of Baripada Circle & other Divisions as per the order of the Govt. of Orissa.
2.2. Mission/ Vision Statement of the public authority. : -

Prescription given for scientific management of all RFs & PRFs after detail field inventory works in respect of all Territorial & Wildlife Divisions of Baripada Circle & other Divisions as per the order of the Govt. of  Orissa issued from time to time. 
2.3. Brief history of the public authority and context of its formation.: - 

Working plan Division, Balasore as it is exist today was originally CSB Affn. Division, Balasore. During reorganization of the Forest Department this Division came into existence in October, 2003.
2.4/ 2.5. Duties, main activities/functions of the public authority. : -

The main work of the Division is to prepare/ revise working plan of all Territorial & Wildlife Divisions of Baripada Circle & in other Divisions as per the order of the Govt. of Orissa issued from time to time. 
2.6. List of services being provided by the public authority with a brief write-up on them. 


This Division render services in the field of scientific management of various type of forests to safe guard the Forest Resources & Environment of the State. 
2.7. Organisation Structure Diagram at various levels namely Secretariat directorate, region, district, block etc. 

Working Plan Officer

Asst. Conservator of Forests (Working Plan)






Range Officer

Range Officer

Range Officer
2.8. Expectation of the public authority from the public. : -  

The public are required to co-operate with the Division in preparation of working plan of various Territorial & Wildlife Divisions of Baripada Circle.

2.9. Arrangements and methods made for seeking public participation /contribution. : -  

Meetings and discussions are held in different villages adjoining to forest areas to collect data at the time of socioeconomic survey for prescribing suitable measures in the working plan for upliftment of the rural poor. 
2.10 Mechanism available for monitoring the service delivery and public grievance resolution. : -
Official business in the Division is performed strictly as per guide lines provided in the Orissa Service Code and other related circulars, instructions, guidelines issued from time to time. Every section in the Division is manned with senior & junior assistants to ensure timely delivery of services. Periodical reviews are made to watch performance of the section. 

2.11. Address of the main office and other offices at different level. : -

Working Plan Division, Balasore
At/P.O. – Balia, Via – Kuruda

Dist. – Balasore, Pin – 756056

Ph. No. – (06782) 262471

Fax No. – (06782) 262471

E – Mail: wpo_bls@yahoo.co.in
2.12 Working hours of the office. : - 

Normal working hour of the Division is 10 A.M. to 5 P.M. on all working days .During emergency, the office remain opened beyond office hours, Sundays and holidays. 

Chapter.3 (Manual.2) 
Powers and Duties of Officers and Employees

3.1 Details of the powers and duties of officers and employees of the organisation.

	Designation 
	Working Plan Officer
	

	Powers 
	Administrative 
	Full 

	
	Financial
	As per F.D. Code Chapter – XXI 

	
	Others
	As per F.D. Code Chapter – XXI 

	Duties
	As per Chapter – XI, XII & XIII of F.D. Code. 
	All maters as per delegation of powers by the Govt.


	Designation 
	Asst. Conservator of Forests
	

	Powers 
	Administrative 
	As per delegation of powers by the Govt.

	
	Financial
	Nil

	
	Others
	As per the O.F.D. Code.

	Duties
	Rule 26 of O.F.D. Code.
	All maters as per delegation of powers.


	Designation 
	Head Clerk
	Supervisory.

	
	Jr. Accountant
	Account matters of the Division.

	
	Clerk/ Assistant
	Ministerial/ Clerical – Examination & Suggestion.

	
	Jr. Stenographer
	Confidential matters & to assist the Working Plan Officer in shorthand notings.

	
	Peon
	Office bearer.

	
	Driver
	Driving of vehicles.

	
	Amin
	Survey & demarcation. 


Chapter –4 (Manual.3) 
Rules, Regulations, Instructions, Manual and Records, for Discharging Functions 

	Sl.
No
	Name/
Title of the documents
	Type of documents
	Brief write
up of the
documents
	From where
one can get a
copy of rules,
regulations,
instructions,
manual and records
	Address,
Telephone
No. , Fax,
E-Mail
and others
	Fee charged by the deptt. for a copy of rules, regulations, instructions, manual and records 
(if any)

	1 
	2 
	3 
	4 
	5 
	6 
	7 

	1.
	Orissa Service Code
	In shape of published book. 
	Act relating to service matters.
	Orissa Law Reviews, cuttack-2 and Kaling Law House, BBSR 
	Orissa Law Reviews, 

cuttack-2 and Kaling 

Law House, BBSR 
	--

	2.
	T.A. Rules 
	-do-
	Act relating to T.A. & T.T.A. 
	-do-
	-do-
	--

	3.
	OGFR
	-do-
	Rules relating to finance 
	-do-
	-do-
	--

	4.
	Treasury Code
	-do-
	Rules relating to Treasury activities 
	-do-
	-do-
	--

	5.
	Orissa Forest Department Code
	-do-
	Act relating to Forest & duties of Forest Officials.
	-do-
	-do-
	--


Chapter-5(Manual-4) 
Particulars of any arrangement that exists for consultation with, or representation by, the members of the public in relation to the formulation of its policy or implementation thereof Implementation of Policy 

	Sl No.
	Subject/Topic
	Is it mandatory to ensure public participation (Yes/No)
	Arrangements for seeking public participation.

	1
	2
	3
	4

	1
	Socioeconomic Survey
	Yes
	Village Meetings.


Chapter-6(Manual-5) 
A statement of the categories of documents that are held by it or under its control

	Sl. No. 
	Category of the document 
	Name of the document and its introduction in one line 
	Held by/under control of 
	Procedure to obtain the documents 

	1 
	2 
	3 
	4 
	5 

	1.
	Acts, Rules 
	Papers relating to Acts and rules 
	Books published by Orissa Law Review, Cuttact-2 & Kaling Law House, BBSR 
	One can obtain these Books from the publisher/ market on payment of published price. 

	2.
	Service records of field functionaries of the Division. 
	Papers relating to cadre strength, gradation list, appointment, promotion, transfer, retirement etc. 
	O/o the Pr. C.C.F. (O), BBSR. Level & in the Division. 
	Procedure as prescribed in RTI Act,Rules-2005 

	3.
	Budget Documents.
	Appropriation bills, re-appropriation bills, annual Budget books, demand schedules, receipt/ expenditure records, papers relating to P.A.C etc. 
	Division Office.
	Procedure as prescribed in RTI Act,Rules-2005 

	4.
	Office Establishment Records.
	Service Books of Departmental employees and other related establishment matters of employees of this Division, office contingencies, motor vehicle 
	Division Office.
	Procedure as prescribed in RTI Act,Rules-2005 

	5.
	Records relating to salary and other financial claims of the Departmental employees 
	Pay Bill, GPF/M.C./H.B./ RCM Bills, Advance Registers, Cash Book, etc. 
	Division Office.
	Procedure as prescribed in RTI Act,Rules-2005 


Chapter-7(Manual-6) 

A statement of boards, council, committees and other bodies constituted as its part 

	Name and address of the Affiliated Body
	Type of Affiliated Body

(Board. Council, Committees, Other Bodies)
	Brief Introduction of the Affiliated Body (Establishment Year, Objective / Main Activities)
	Role of the Affiliated Body (Advisory

/Managing /Executive /Others)
	Structure and Member Composition
	Head of

the Body
	Address

of

main

office

and its

Branches
	Freq.

ency

of Meetings
	Can public participate

in the meetings
	Are minutes of the meetings prepared
	Are minutes of the meetings available to the public ? If yes please provide information about the procedure to obtain them.

	1 
	2 
	3 
	4 
	5 
	6 
	7 
	8 
	9 
	10 
	11 

	---------------------------- NIL ----------------------------


Chapter-8 (Mannual-7) 

The names, designations and other particulars of the Public Information Offices. 

	Sl. No.
	Name of Public Authority
	Designation
	STD Code
	Ph. No.
	Fax.
	E.-Mail
	Address

	
	
	
	
	Office 
	Home 
	
	
	

	Asst. Public  Information Officer

	1.
	Sri D.K. Mishra
	Sr. Assistant
	06782
	262471
	--
	262471
	wpo_bls@yahoo.co.in
	Working Plan Division, Balasore

	Public  Information Officer

	1.
	Sri T. Nayak
	Asst. C.F.
	06782
	262471
	--
	262471
	wpo_bls@yahoo.co.in
	Working Plan Division, Balasore

	Department Appellate Authority

	1.
	Sri N. Behera
	Working Plan Officer
	06782
	262471
	9437531192
	262471
	wpo_bls@yahoo.co.in
	Working Plan Division, Balasore


Chapter-9 (Manual-8) 

Procedure followed in Decision Making Process 
	Sl.No.1 

	Subject on which the decision is to be taken 
	All matters of the Division

	Guidelines/Direction, if any 
	Prevailing circulars & rules.

	Process of Execution 
	

	Designation of the Officers involved in decision making 
	Working Plan Officer

	Contact information of above mentioned Officers 
	Working Plan Officer, Balasore
Working Plan Division, 

At/P.O. – Balia, Via – Kuruda

Dist. – Balasore, Pin – 756056

Ph. No. – (06782) 262471

Mobile – 9437531192 

Fax No. – (06782) 262471

E – Mail. – wpo_bls@yahoo.co.in

	If not satisfied by the decision, where and how to appeal – Before the CF & FD, STR, Baripada.


Chapter-10 (Manual –9) 
Directory of Officers and Employees

	Sl. No.
	Name of Public Authority
	Designation
	STD Code
	Ph. No.
	Fax.
	E.-Mail
	Address

	
	
	
	
	Office 
	Home 
	
	
	

	Asst. Public  Information Officer

	1.
	Sri D.K. Mishra
	Sr. Assistant
	06782
	262471
	--
	262471
	wpo_bls@yahoo.co.in
	Working Plan Division, Balasore

	Public  Information Officer

	1.
	Sri T. Nayak
	Asst. C.F.
	06782
	262471
	--
	262471
	wpo_bls@yahoo.co.in
	Working Plan Division, Balasore

	Department Appellate Authority

	1.
	Sri N. Behera
	Working Plan Officer
	06782
	262471
	9437531192
	262471
	wpo_bls@yahoo.co.in
	Working Plan Division, Balasore


Chapter-11 
(Manual 10) 

The Monthly Remuneration Received By Each of the Officers and Employees, Including the System of Compensation as Provided in the Regulations as on 28/02/2009.
[Section 4(1) (b) (x)] 

	Sl. No.
	Name /Designation
	Monthly Remuneration
	Compensation/

Compensatory Allowance
	The procedure to determine

	1
	2
	3
	4
	5

	1
	Sri Nilagiri Behera, OFS – (I)
	25902.00
	
	

	2
	Sri Tribikram Nayak, OFS – (II)
	25856.00
	
	

	3
	Sri G.P. Baral, Forest Ranger
	23594.00
	
	

	4
	Sri D.C. Pradhan, Forest Ranger
	16274.00
	
	

	5
	Sri B.C. Nayak, Jr. Accountant 
	14152.00
	
	

	6
	Sri D.K. Mishra, Sr. Clerk
	13433.00
	
	

	7
	Sri R.C. Padhi, Stenographer
	17040.00
	
	

	8
	Sri N. Swain, Jr. Clerk
	13085.00
	
	

	9
	Sri K.C. Mishra, Jr. Clerk
	12110.00
	
	

	10
	Sri U.C. Panda, Jr. Clerk
	11913.00
	
	

	11
	Sri H.K. Parija, Forester
	14743.00
	
	

	12
	Sri P.K. Mohanty, Forester
	14998.00
	
	

	13
	Sri S.C. Pradhan, Forester
	11460.00
	
	

	14
	Sri S.C. Paramanik, Amin
	11032.00
	
	

	15
	Sri P.K. Jena, Driver
	11380.00
	
	

	16
	Sri J. Haboda, Forest Guard
	10590.00
	
	

	17
	Sri M.M. Mohanty, Forest Guard
	10590.00
	
	

	18
	Sri U.K. Jena, Forest Guard
	10567.00
	
	

	19
	Sri N. Mandal, Forest Guard
	10567.00
	
	

	20
	Smt. Sakuntala Matia, Office Peon
	6867.00
	
	

	21
	Miss Puspanjali Mohanty, Office Peon
	4756.00
	
	


Chapter-12 (Manual-11) 

Budget Allocated To Each Agency 

(Particulars of all Plans, proposed expenditures and reports on disbursement made) 

Year 2008 – 09 Non – Plan 

	Detailed head of accounts
	Expenditure for the month under report.
	Expenditure upto previous month of current financial year.
	Total expenditure to date.
	Total allotment till date sanction in lakhs.

	1
	2
	3
	4
	5

	SALARY

	136 - Pay & G. Pay
	243685
	1911083
	2154768
	24.89

	147 - D.P.
	0
	562992
	562992
	7.42

	156 - D.A.
	38732
	1070220
	1108952
	14.89

	403 - H.R.A.
	19318
	100000
	119318
	1.36

	516 - R.C.M.
	0
	10000
	10000
	0.10

	523 – O.A.
	2295
	4638
	6933
	0.11

	855 - Arrear Pay
	0
	0
	0
	8.95

	06001 - T.E.
	0
	70736
	70736
	1.10

	07001 - LTC
	0
	0
	0
	0.05

	08001 - O.E.

	154 - Telephone Charges
	825
	17222
	18047
	0.45

	397 - Motor Vehicle
	0
	32820
	32820
	0.80

	506 -Other Contingency
	1138
	14384
	15522
	0.35

	074 - Electric Charges
	0
	15000
	15000
	0.15

	149 - Water Charges
	0
	903
	903
	0.02

	78012 - Computer Consumables
	0
	8959
	8959
	0.19

	33011 - Computer Spare & Services
	0
	2000
	2000
	0.02

	200003 - O.C. (Clothing)
	0
	0
	0
	0.20

	12th.Finance P.O.L.
	0
	5000
	5000
	0.15

	Working Plan
	12130
	35305
	47435
	1.82

	Repair of Building
	0
	100000
	100000
	1.50

	Minor Work
	29816
	340000
	369816
	4.50


Chapter-13 ( Manual-12)

The manner of Execution of Subsidy programmes.

	Serial Number

/Code
	Beneficiary Name
	Amount of Subsidy
	Parent/

Guardians
	Criteria of selection
	Address

	1
	2
	3
	4
	5
	6

	----------------------------- NIL -----------------------------


Chapter-14 (Manual-13) 

Particulars of Recipients of concessions, permits or authorization granted by it: - 
----------------- NIL -----------------
Chapter-15 (Manual-14) 

Norms set by the Division for discharge of its functions 

	Sl.
No.
	Activity
	Time frame/Norm
	Remarks

	1
	2
	3
	4

	1
	Preparation of working plan/ scheme
	As per working plan manual of Govt. of India.
	Already completed Working Plan of Angul Division & scheme for C.S.B. Plantations.

	2
	Receipt of letters & diary 
	Same day
	

	3
	Compliance to urgent letter
	Same day
	By fax/ speed post.

	4
	Complain petition
	With one week
	After proper enquiry.

	5
	M.P.R.
	1st week of each month
	--

	6
	Accounts matter
	1F Section
	2nd week of next month.

	7
	Establishment matter
	2F Section
	Within one week.

	8
	Miscellaneous
	3F Section
	Within one week.

	9
	Issue & despatch
	Same day
	


Chapter-16 (Manual-15)
Information available in an electronic form.
16.1
Please provide the details of the information related to the various schemes which are available in the electronic format. 
----------------- NIL -----------------

Chapter-17 (Manual-16)
Particulars of the facilities available to citizens for obtaining information: - 


Particulars of the facilities available to citizens for obtaining information are as follows: - 

· Notice Board

· Inspection of Records in the Office

· System of issuing of copies documents

· Printed manual available

Chapter-18 (Manual-17) 
Other useful Information: - 

This Division prepares working plan/ schemes as desired by the Govt. for Scientific Management and harvesting of forests (RFs/ PFs/ VFs etc.) keeping in view the National Forest Policy and as desired by the State Govt. This Division covers 3 Nos. Revenue Districts namely Balasore, Bhadrak & Mayurbhanj. 
Working Plan Officer,

Working Plan Division, Balasore.
BABI








